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GENERAL PROVISIONS

NEW SECTION "Occupational study"” defined:

"Occupational study” means a classification study of a group of positions in related classes and class
series which is initiated by the department of personnel and subsequently approved by the

commission.

NEW SECTION '"Individual classi i " :
"Individual classification study" means a classification study initiated by an employee, an agency,

or the department of personnel based upon a new position or significant change that has occurred
in an existing position.

284.010 Definitions.

As used in this chapter, unless the context otherwise requires, the words and terms
defined in NAC 284.022 to 284.112, inclusive, have the meanings ascribed to them in those
sections.

(Supplied in codification; A by Dep't of Personnel, 10-26-84; 4-19-88; 8-1-91; 7-6-92;
3-23-84)

284.022 ”Appointin hority"
"Appointing authority” means an official, board or commission having the legal authority

to make appointments to positions in the state service, or a person to whom the authority
has been delegated by the official, board or commission.
[Personnel Div., Rule | Section D subsec. 3, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

10-26-84)
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284.023 "Appointment” defined.

"Appointment"” means the acceptance by an applicant of an offer of employment by an
appointing authority and their mutual agreement as to a date of hire.
(Added to NAC by Dep't of Personnel, eff. 10-26-84}

284.026 Break in service" defined.

"Break in service" means any separation from state service except for those separations
listed in NAC 284.598.
[Personnel Div., Rule | Section D subsec. 4, eff. 8-11-73]

284.028 "Center for assessment” defined.

"Center for assessment" means a method of examination based upon an assessment and
rating process which uses a series of oral, written and performance exercises.
{Added to NAC by Dep't of Personnel, eff. 11-12-93)

284.030 "Class" defined.

"Class™ means a group of positions sufficiently similar with respect to their duties and
responsibilities that the same title may be reasonably and fairly used to designate each
position allocated to the class, substantially the same tests of fitness may be used,
substantially the same minimum qualifications may be required and the same schedule of
compensation may be applied with equity.

[Personnel Div., Rule | Section D subsec. 5, eff. 8-11-73]

284.034 “Class series” defined.

"Class series” means the normal line of progression from training, entry or preparatory
levels to supervisory or administrative levels within a job specialty so that the minimum
gualifications, tests of fitness and the duties and responsibilities of each class are similar but
different in level.

[Personnel Div., Rule | Section D subsec. 6, eff. 8-11-73]

284.036 “Class specification" defined.

"Class specification” means a written description of a class, consisting of a title, a
definition, examples of duties and the minimum qualifications which are required.
[Personnel Div., Rule | Section D subsec. 7, eff. 8-11-73]

284.038 "Classification™ defined.

"Classification" means the systematic process of analytically grouping and allocating
positions to classes based on the similarity of actual duties and responsibilities.
[Personnel Div., Rule | Section D subsec. 8, eff. 8-11-73]

284.042 "Classifi

"Classification plan" means a ||st|ng of all the classes which have been established, the
class specifications and the grade to which each is assigned.

[Personnel Div., Rule | Section D subsec. 9, eff. 8-11-73] - (NAC A by Dep't of Personnel,

10-26-84)
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284.126 Creationof a n | reclassification of ition or reall ion_of existi

1. For the purposes of this section:

(a) "Agency personnel officer” means the director of personnel within the University
and Community College System of Nevada or any person holding a position in the
classified service with the title of personnel officer.

(b} "Significant change” means a change in the duties and responsibilities assigned to
a position in a class that:

(1) Is outside of the scope of the class as described by the class specification;

{2} Is not part of the scope of responsibility of the position; and

(3) Results in the preponderance of duties and responsibilities being allocated to
a different class.
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2. if an appointing authority or an employee proposes the creation of a new class, a
reclassification of a position to a different class, or the reallocation of an existing
class based upon a gradual accumulation of duties and responsibilities which results
in a significant change and is intended to be permanent, the department of personnel
or agency personnel officer must be notified on the appropriate form. If the creation,
reclassification or reallocation is approved, the department of personnel will allocate
the position to one of the existing classes in the classification plan or to a new,
revised, or reallocated class as appropriate. The effective date will be the date form
NPD-19 is received by the department of personnel or agency personnel officer uniess
information concerning the incumbent's qualifications or information which
substantially affects the decision concerning the creation, reclassification or
reallocation is received after this date. In that case, the effective date will be the date
on which the appropriate information necessary to make the decision is received. If
the form was prepared but delayed due to administrative or clerical error, the effective
date must be determined by the appointing authority and must be based upon the
date the form should reasonably have been submitted to the department of personnel
or agency personnel officer. In no case, however, may a retroactive adjustment
because of an administrative or clerical error exceed 6 months from the date of
receipt.

3. If an agency makes or anticipates making a significant change in the duties for a
position or the agency anticipates a reorganization which will require the
reclassification of an existing position, the reallocation of an existing class or the
creation of a new class, it shall advise the budget division of the department of
administration or, in the case of the University and Community College System of
Nevada, the budget division of the applicable institution. The proposed change may
not be required of an employee nor be submitted to the department of personnel until
funding for it is approved. If the change is approved by the department of personnel,
the effective date will be determined by the budget division.

4. In effecting a reclassification pursuant to subsection 2 and 3, an appointing authority
must review and take into consideration the organizational structure and the
qualifications of an incumbent before assigning new duties to a position which are
intended to be permanent. No position will be reclassified to a higher grade through
the individual classification process if the incumbent does not meet the minimum
qualifications for the higher level position.

5. The establishment of a new class, or reallocation of a class or a class series based
on an occupational study conducted by the department of personnel, becomes
effective when the funding is provided by the Nevada legislature in the biennial
operating budget for the state.

6. From the date that the department of personnel formally announces the beginning of
an occupational study until the date that the occupational study is funded by the
Nevada legislature:

(a) An existing position in the occupational study that has a significant change may
only be reclassified to an existing class. :

7. {b) An existing class in the occupational study must not be reallocated to a different

pay grade.
(c) A new position may be alliocated to an existing class or a new class as
determined by the department of personnel.
[Personnel Div., Rule Il Section D, subsec. 1, eff. 8-11-73] - (NAC A by Dep't of
Personnel, 10-26-84; 7-21-89; 8-14-90; 12-26-91; 11-16-95)

284.130 Investigations of classifications.

The department of personnel may investigate the classification of any existing position on
the written request of an appointing authority or an employee or on its own initiative.
[Personnel Div., Rule Il Section E, eff. 8-11-73] -- (NAC A by Dep’'t of Personnel, 10-26-84)
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1.

284.132 Temporary classifications.

An appointing authority, an employee or the department of personnel may request a
temporary classification which allows the classification of a position for a temporary
period of 1 year or less. Each promotion which is designated as temporary must have
specific criteria established which justify the grade of the position and the projected
date of expiration of the period. A position which no longer meets this criteria will
revert back to the class from which it was reclassified. This method of classification
is subject to the following conditions:

(a) Temporary classifications must meet the allocation standards and the criteria
established for the higher class before this method may be used. The classification
must be approved by the department of personnel before the promotion.

{b) An employee who is promoted into a temporary class must sign the payroll
document. This signature acknowledges that the employee understands the
conditions of the reclassification and its projected date of expiration.

If the employee meets the minimum qualifications for the temporary classification, he

must:

(a) Be promoted;

(b} Retain his status of appointment; and

{c) Complete the remaining portion of any probationary period currently being
served, if any, based on the requirements of the new class.

An incumbent who has reverted to his previous class is entitled to the step, date of

record and status of appointment as though he had not been promoted.

An employee who is promoted pursuant to this section must receive a new date of

record if his promotion results in an increase of at least two grades. The rate of

compensation for the employee will be determined by the regulation governing

compensation on promotion in NAC 284.170.

I1f an employee does not meet the minimum qualifications for a position which is

temporarily reclassified pursuant to subsection 4 of NAC 284.138, he shall not be

promoted, but may be eligible for a special salary adjustment as provided in NAC

284.206.

In case of a layoff, the temporarily assigned employee’s class of layoff is his former

class. The time served in the temporary class is counted for seniority purposes if it

was in the same occupational class, as provided in NRS 284.171.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)

An incumbent who meets the minimum qualifications for an lndlv:dual reclassification

as provided in NAC 284.126 may be reclassified to a higher level. If the incumbent’s

position is reclassified as a result of an individual classification study the incumbent

shall continue to serve in the position. He must:

(a) Be promoted;

(b} Retain his status of appointment; and

{c) Complete the remaining portion of any probationary period currently being served,
if any, based on the requirements of the new class.

An employee who is reclassified pursuant to this section must receive a new date of

record if his promotion results in an increase of at least two grades. The rate of

compensation will be determined by the regulation governing compensation on

promotion in NAC 284.170. ‘

[Personnel Div., Rule Il Section F subsecs. 1 & 2, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10- 26 84}

284-13 TEMP. REV. #1 - EFF. 4/25/97



1

284.138 | ification thr h th ional v : fin
1.

Except as otherwise provided in subsection 3 and 4, if a class or a position within a

class is reclassified or reallocated to a higher grade as a result of an occupational

study, the incumbent will continue to serve in the position and he:

({a) Must be promoted;

(b} Retains his status of appointment;

(c) Retains hi f record: an

{d) Must complete the remaining portion of the probationary period currently being
served, if any, based on the requirements of the new class.

The rate of compensation for employees who are promoted will be determined by the

provisions contained in NAC 284.170.

The provisions of subsection 1 do not apply to an incumbent who is filling a position

in a class which is at a lower grade than the authorized level of the position unless

the class held by the incumbent is reclassified or reallocated to a higher grade.

If a position is reclassified to a higher grade level in a different occupational group as

defined in NRS 284.171, the employee must meet the minimum qualifications of the

higher level position prior to being promoted. If the employee does not meet the

minimum qualifications, he shall not be promoted. The position will be temporarily

reclassified per NAC 284.132 and the employee may be eligible for a special salary

adjustment as provided in NAC 284.206. If the employee does not meet the higher

level minimum qualifications after one year from the effective date of the

reclassification, the duties must be reassigned and the position must be reclassified

accordingly.

[Personnel Div., Rule Il Section F subsec. 4, 8-11-73; A 10-6-78] -- (NAC A by Dep't of
Personnel, 10-26-84; 8-1-91; 12-26-91; 9-16-92)

284,

140 Reclassification of iti : f in .
If a class or position is reclassified to a lower grade, the incumbent's title and grade
must be changed to the new class. He will retain his status of appointment and date
of record. The rate of compensation will be determined by the provisions of NAC
284.290 governing compensation on retained rates or, if the employee does not meet
these requirements, by the provisions of NAC 284.170 governing compensation on
demotion.

The employee is eligible for reappointment to the same or a similar class from which
he was reclassified.

The employee is entitled to reemployment rights to his former class and option in his
department for 1 year from the date of notification of the reclassification to the lower
grade if the employee and the agency provide the necessary information regarding the
employee's seniority on the prescribed form.

If the employee is receiving a retained rate of pay and he declines the first opening
which is offered to him for his previous class in his department and location, he
forfeits his reemployment rights to the former class and must be immediately
reclassified to the lower grade and the provisions of this chapter governing the salary
of an employee on demotion apply.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.

150 Class specifications.

Class specifications will define a class based on a sound, systematic occupational
analysis and evaluation of the position and will contain elements sufficient to
distinguish the various classes from one another. The use of a particular expression
or illustration as to duties must not be interpreted to exclude others not mentioned
but that are of similar kind and relevant to the class.

Any option within a class which is included in the class specification will be
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a separate class.

3. In determining the class to which any position will be allocated, the specification will
be considered as a whole and in relation to others in the classification plan. The duties,
responsibilities, qualifications, knowledge and abilities required for a class will be

. considered in relation to those for other classes in determining the kinds of positions
which a class may include.

4, The qualifications which are required for a particular class are the standards for the
evaluation of applications for positions in that class. The department of personnel may,
after consulting with appointing authorities, interpret these gqualifications so that qualifi-
cations which are equivalent to those which are specified for the class may be
accepted. The interpretation of qualifications which are considered equivalent must not
circumvent the principles of selection on the basis of merit.

5. Qualifications which are required to perform the essential functions of a position, such
as possession of a valid driver's license, may be required by the appointing authority
if
(a} So indicated for the position at the time of public notice or appointment; or
(b) Written notice of the required qualifications is given to the employee. Any

disagreement concerning the validity of the required qualifications may be
submitted for adjustment pursuant to the procedure for the adjustment of
grievances set forth in NAC 284.658 to 284.687, inclusive.

[Personnel Div., Rule Il Section H, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

10-26-84; 8-1-91; 7-6-92; 7-1-94)

284.152 Il ion of iti han
1. An employee affected by the allocation of a pos:tlon to a grade or class or by a change

in classification as a result of a study regarding classifications, or the agency where

such actions have occurred, may, within 20 working days after the date of receipt of

written notice of the action, file a written appeal of the action with the director. The

appeal must:

{a) Address the points outlined in the department of personnel's recommendation
regarding the proper classification for the position in question; and

(b) Indicate the points with which the appellant disagrees and express the reasons
why he disagrees.

2. The director will issue a decision on the appeal within 20 working days after he
receives the appeal unless he is prohibited from doing so because of the number of
appeals resulting from a study regarding classifications.

3. The appellant or the agency affected by the decision may appeal it to the personnel
commission within 30 days after receipt of written notice of the decision from the
director.

{Added to NAC by Dep't of Personnel, eff. 9-17-87; A 3-1-986)
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(1} The first step in the grade of the class to which he was demoted; or

(2) A step in the grade of the class to which he was demoted which is equivalent
to the salary to which he would have been entitled had he not been promoted,

whichever is greater.

(d) If the demotion is instituted by the appointing authority for disciplinary reasons and
is not covered by paragraph (c), the appointing authority must determine the step
in the lower grade at which the employee will be paid.

(e} Except as otherwise provided in this paragraph, if the demotion occurs during the
initial probationary period in state service, the employee must be placed at the first
step in the class to which he is demoted. If such a demotion occurs because of
a displacement due to a layoff or the restoration of an employee pursuant to NRS
284.300, the appointing authority may pay the demoted employee at any step in
the lower grade that is not greater than his present salary.

If an employee is transferred to a position in the same or a related class, he must be

placed at the corresponding step in the same grade that he held before the transfer.

Any exception to this subsection must be approved by the department of personnel

based upon a written request and justification for the exception submitted by the

appointing authority.

if an employee is reappointed to a position:

{a) Which is in the grade which he currently holds, he retains his step.

(b) Which is in a higher grade and the appointment occurs within 1 year after the date
on which he last held the grade, he must be placed at the step which he last held
in that grade.

(c) Which is in a higher grade and the reappointment occurs more than 1 year after he
held that grade, his salary must be calculated pursuant to subsection 2.

Any exception to this subsection must be approved by the department of personnel

based upon a written request and justification for the exception submitted by the

appointing authority.

Except as otherwise provided in subsection 7, if a person is reemployed at:

(a) The same grade, there must be no change in step.

(b) A lower grade, he must be placed at a step which most closely corresponds to the
grade and step which he held at the time of his layoff or separation.

(c) A higher grade and the appointment occurs within 1 year after the date on which
he last held the grade, he must be placed at the step which he last held in that
grade.

An exception to this requirement may be made if the conditions in NAC 284.204 or

284.206 exist, or if money is not available as certified by the chief of the budget

division of the department of administration or, in the case of an agency that is not

funded from the state general fund or the University and Community College System
of Nevada, as certified by the administrator of that agency or system. I[f an exception
is made pursuant to this subsection, the employee retains his right of reemployment.

If a person who is eligible for military reemployment is reemployed, the period of his

military service must be included in calculating the step at which he will be placed.

An employee who has been continuously employed without a break in service may not

have his salary set below:

(a) Step 7 of any grade if his date of hire is before April 26, 1973; or

(b} Step 5 of any grade if his date of hire is before May 3, 1975, but on or after April
26, 1973, except for disciplinary reasons which result in demotion.

When a nonclassified or unclassified employee or an employee included in the

personnel system pursuant to the provisions of NRS 284.022 is appointed without a

break in service to the classified service, he may, at the discretion of the appointing

authority:

(a) Be paid at a step which corresponds to or is below his current rate of pay if it is
within the grade of the class to which he is appointed;
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10.

(b} Be paid at the first step in the new grade to which he is appointed; or

{c) Receive a special adjustment to his salary pursuant to subsection 1 of NAC
284.204 or 284.206.

An employee who was previously employed in the classified service and is appointed

pursuant to the provisions of subsection 9 may not be paid at a step and grade which

is greater than he received at the time he left the classified service, unless he has

held the unclassified or nonclassified position for more than 1 year.

[Personnel Div., Rule Ill Section F, eff. 8-11-73; A 10-6-78] -- (NAC A by Dep't of
Personnel, 10-26-84; 8-28-85; 5-27-86; 7-22-87; 9-17-87; 12-17-87; 7-21-89; 8-14-90;
8-1-91; 7-6-92; 3-23-94; 7-1-94; 3-1-96)

284.174 Eliagibility for incr

1.

2.

An employee whose last performance rating was standard or better and who has not
attained the top step of his grade must receive an increase in his salary based upon
merit of one step on his date of record and each year thereafter of employment
equivalent to full-time service,

An employee with a substandard performance rating is not eligible for an increase in
his salary based upon merit.

[Personnel Div., Rule lil part Section G, eff. 8-11-73] -- (NAC A by Dep’t of Personnei,
10-26-84; 11-16-95)

284.182 Date of record: Adjustment and retention of date.

1.

ap 0 N

Except as otherwise provided in this section, an employee's date of record is 1 year
of emplioyment equivalent to full-time service from the date of the employee’s
appointment to his current grade.

An employee who receives a promotion or individual reclassification that results in an
increase of at least two grades must receive a new date of record.

If an employee is in a position that is reclassified upward as a result of an
occupational study, he retains his date of record.

An employee who is reinstated must receive a new date of record.

An employee who is demoted retains his date of record. If an employee was
promoted but is being restored to his former position pursuant to the provisions of
NAC 284.462, the date of appointment and date of record of the former position
must be restored.

If an employee transfers to a position without receiving an increase in grade or is
reappointed to a position at a grade he formerly held, he retains his date of record.

An employee’s date of record must be adjusted for the amount of time in excess of
240 hours or, in the case of an excluded classified employee, 30 working days, that
he spends on leave without pay and on catastrophic leave, combined, in a year,

except for leave without pay pursuant to NRS 281.390 or NAC 284.580. An
employee whose regular work schedule is more than 80 hours biweekly must be
allotted additional leave without pay and catastrophic leave in proportion to the
number of hours that his regular work schedule exceeds 80 hours biweekly. For the
purpose of this subsection, the year begins on the employee's most recent date of
appointment except when there is a retained date of record. In that instance, the
year begins 1 year before the retained date of record. Each subsequent year begins

on the date the employee attains his date of record.

A person who is rehired within 1 calendar year after having been laid off or received
a seasonal separation will have his date of record adjusted on a day-for-day basis for
the time during which he was not employed.

A person with a permanent disability arising from a disability related to work who is
reemployed following a separation from state service within 1 year after the date on
which he sustained the permanent disability as determined pursuant to NAC
284.601 3 will have his date of record adjusted on a day-for-day basis for the time
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he was not employed.

10. If a person is reemployed and has remained continuously empioyed, he retains his date
of record.

11. If a person eligible for military reemployment is reemployed, he retains the date of
record held when he separated from the state for his service in the military.

12. An employee who changes from working full-time to part-time or from part-time to full-
time must have his date of record adjusted to equal 1 year of service equivalent to full-
time service.

13. Service in:

(a) Provisional, temporary, special disabled and emergency status must be credited
toward eligibility for an increase in salary based on merit if it is immediately
followed by a probationary or permanent status.

(b) A seasonal position which is probationary or permanent must be credited toward
eligibility for an increase in salary based on merit. If an incumbent's status of
appointment is other than probationary or permanent, the provisions in paragraph
(a) apply. An incumbent in a seasonal position must complete 1 year of
employment equivalent to full-time service with the state before he is eligible for
the increase.

iPersonnel Div., Rule Ill part Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84; 8-28-85: 5-27-86; 8-22-86; 4-19-88; 7-21-89; 10-18-89; 3-27-92; 7-6-92;
9-16-92; 11-16-95; 3-1-96)

284.186 D f promotion coincidin .

If the date of an eligible employee's promotion coincides with his date of record, an
increase in salary based on merit must be granted first and the promotional increase must
be applied to the higher rate.

[Personnel Div., Rule lll part Section G, eff. 8-11-73; A 4-14-76] -- (NAC A by Dep't of
Personnel, 10-26-84)

284.190 Automatic advancement.

. For the purposes of this section, "automatic advancement” means the progression of
an employee to the authorized grade of the position, but not exceeding the journey
level.

Automatic advancement occurs without recruitment and may occur without
examination. It is based upon the employee’s:

(a) Meeting of the minimum qualifications;

(b} Satisfactory performance; and

(c) Endorsement by his appointing authority.

2. In determining the status of an employee who has been promoted by an automatic

advancement:

{a) The provisions in subsection 2 of NAC 284,170, governing compensation on
promotion, apply.
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(b) If the employee had attained permanent status in the class from which he was
promoted, he retains that status in the new level to which he was promoted.
A subsequent promotion other than by automatic advancement places him in
probationary status in that class.

{c) If the employee had not attained permanent status in the class from which he
was promoted, he must remain in probationary status in the new level until he
has worked in that level for a period equal to the remaining portion of the
probationary period that is required for the new level.

[Personnel Div., Rule | Section C subsec. 23, eff. 4-14-76; + Rule lll part Section G, eff.
8-11-73; A 4-14-78] -- (NAC A by Dep't of Personnel, 10-26-84; 7-21-89; 11-16-95)

284.
1.

3.
4.

194 Granting or withholdin incr

An employee who is eligible must receive an mcrease in his salary based on merit of
one step on his date of record and each year thereafter of employment equivalent to
full-time service until he reaches the top of the grade.

An employee who has failed to receive an increase in salary based on merit because
of a performance report which rates his performance as substandard is only entitled
to receive that increase on the date designated and recorded on a subsequent
performance report as the date on which his performance improved to standard or
better. If a subsequent performance report is not filed with the director within 30
days after the date required by subsection 4 of NRS 284.340, the employee’s
performance will be deemed standard and he will be entitled to the increase effective
on the date the performance report was due. The date a report is received by the
director or an employee cf the department of personnel is the date it is filed.

If an increase in salary based on merit is withheld as provided in subsection 2, the
employee's date of record must not be affected.

Except as provided in NAC 284.202, no retroactive payment of an increase in salary
based on merit may be given,

[Personnel Div., Rule lll part Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84; 10-18-89; 11-16-85)

284.202 Incr

erroy.

If an increase in salary based on merit is delayed solely because of an administrative or
clerical error, the increase must be made effective as of the date it was properly due.

[Personnel Div., Rule Il part Section G, eff. 8-11-73] -- (NAC A by Dep’t of Personnel,
10-26-84)

284.204 Adjustment of steps within same pay grade.

1.

The department of personnel may approve an adjustment of steps within the same

pay grade to:

(a) Meet a difficult recruiting problem if an effort to recruit a person for a position
or class has failed to produce applications from at least five eligible persons
who are available to work, or the recruitment for the position or class has been
deemed historically difficult. Such an adjustment of steps may be approved by
the department of personnel for a class for a period of 1 year.

(b) Employ a person who possesses qualifications which are superior to those of
another eligible person if he possesses experience or education, or both, which
exceed:

(1) The minimum qualifications of the class; and
{2) The experience and education of any other eligible person who is
avaitable.
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An employee who occupies a position in which the duties have been recognized as
being at a higher level through the position questionnaire process, but who does not
meet the minimum qualifications for promotion to the new grade. The special
adjustment may continue in effect from the date the position is reclassified or the
position questionnaire is received until:

{1} The employee meets the minimum qualifications and is promoted;

{2) One year from the effective date of the special salary adjustment; or

{3) The date the higher level duties are removed, whichever occurs first.

A request for a special adjustment to a salary made pursuant to this section may be
initiated by an employee, the appointing authority or the department of personnel.
A special adjustment authorized by this section does not constitute a promotion.
Any special adjustment made pursuant to subsection 1 must be revoked when the
conditions justifying it cease to exist.

Except as otherwise provided in this section, the effective date of a special
adjustment to a salary is the date the appropriate document is received by the
department of personnel. If a special adjustment to a salary is delayed because an
administrative or clerical error prevented the delivery of a prepared document to the
department, the effective date must be determined by the appointing authority and
must be based on the date the document should reasonably have been submitted to
the department of personnel. A retroactive adjustment due to administrative or
clerical error must not exceed 6 months from the date of receipt of the document.

[Personnel Div., Rule lll Section H, eff. 8-11-73; A 7-3-76] -- (NAC A by Dep't of

Personnel, 10-26-84; 8-28-85; 5-27-86; 1-26-87; 9-17-87; 12-17-87; 7-14-88; 1-22-90;
8-14-90; 12-26-91; 11-12-93; 3-23-94; 11-16-95)

284.208 Compensation for dangerous duty or duty involving physical hardship.

1.

As used in this section:

(a} "Dangerous duty" means work performed under such dangerous circumstances
that an accident would probably result in serious injury or death.

(b} "Duty involving physical hardship™ entails extreme physical discomfort which is
not adequately alleviated by protective or mechanical devices.

Except as otherwise provided in this subsection, additional compensation equal to 10
percent of an employee's basic rate of pay must be paid for each hour in which he
performs any dangerous duty or duty involving physical hardship. An excluded
classified employee who performs any dangerous duty or duty involving physical
hardship for any portion of a workday must receive the additional compensation for
all of his regularly scheduled hours of employment on that workday.

The compensation applies only to employees who are subjected to unusual physical

hardship or dangerous duties which are not an inherent part of the job and not

regularly part of the job. These duties may appear in the job description, but must
not be performed with sufficient regularity to constitute an element in fixing the grade
of the position.

Only the following groups, under the conditions described, are entitled to receive pay

for dangerous duty:

(a) Employees engaged in scuba or skin diving.

{(b) Employees who perform duties at a height of more than 16 feet above the floor
in a building or 16 feet above ground level outside of a building if the work is
performed on portable equipment or outside of a railed or protected area.

{c) All employees, except pilots, for time spent in single engine aircraft or
helicopters when required to do so by the employer.

(d) Employees required to handle or use explosives,

{Added to NAC by Dep’t of Personnel, eff, 8-26-83; A 10-26-84; 9-17-87; 3-23-94)
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284.210 mpensation for differentials in shif

. Except as otherwise provided in this subsection, compensation equivalent to an
adjustment of one grade must be authorized for an employee for all hours worked
within a work shift if the employee is assigned to a qualifying shift. An excluded
classified employee who is assigned to a qualifying shift for any portion of a workday
must receive such compensation for all of his regularly scheduled hours of
employment on that workday.

2. One shift gualifies an employee to receive the compensation.

3. The compensation applies during the time when an employee is on sick and annual
leave, holidays and other leave with pay if the employee is still assigned to that shift
when the leave is taken.

4. Any hours exceeding the gualifying 8-hour shift are eligible for overtime at the
differential rate of pay for that shift if they are worked by an employee other than an
exciuded classified employee, in conjunction with, immediately before or following the
shift.

B. As used in this section, "qualifying shift" means a scheduled period of work of at
least 8 hours, of which 4 hours must fall within the hours from 6 p.m. to 7 a.m.

6. A shift which qualifies for shift differential must be clearly designated on the
employee's time sheet with the starting and stopping time and approved by the
employee's supervisor.

[Personnel Div., Rule Ill Section i, eff. 8-11-73; A 7-3-76] -- (NAC A by Dep’t of Personnel,

12-17-87; 7-21-89; 3-23-94)

284.214 Compensation for being called out on _emergency or called back to work:
compensation for a person required to appear as witness.

1. Except as otherwise provided in subsection 3, an employee must be credited with 2
hours of call back pay at the rate of time and one-half when an employer calls him
back to work on an unscheduled basis, if he is called back to work without having
been notified before the completion of his last normal working day.

1

2. An employee who is required to appear as a witness in court or at an administrative
hearing:
{a) During his regularly scheduled time off; and

{b) Concerning a matter which relates directly to his job, must be credited with 2
hours of call back pay at the rate of time and one-half and overtime for hours
worked in excess of 2 hours if he is so eligible. f he receives a witness fee as
well as this compensation, he shall relinquish the witness fee to the agency by
which he is employed.

3. Subsection 1 does not apply to any:
(a) Employee who is called into work from standby status.
{b) Excluded ciassified employee or excluded unclassified employee.

{c) Employee who works part-time or intermittently unless he has worked 8 hours
in a 24-hour day.

{(d) Employee who performs duties which are pursuant to an understanding with
the agency whereby the employee is given discretion as to performance of the
duties and the duties are initiated by the action of the employee. !n such a
case, the employee receives compensation at the appropriate rate only for the
actual time spent in the performance of those duties.

(e) Employee who is not required to leave the premises where he is residing or
located at the time of notification in order to respond to a call.

) Hours worked when an employee is called back to work and the work begins
1 hour or less before or after his shift.

{g) Hours worked in excess of the 2 hours credited pursuant to subsection 1. An
employee who is called back to work and works in excess of the 2 hours
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authorized by subsection 1 must be credited with overtime at the rate of time
and one-half if he is so eligible.

{(h) Employee who is called back to work when the time for beginning the work is
set at the employee’s request.

. {i} Additional work time resulting from a subsequent call to report back to work
when the work begins during the same 2 hour period previously credited for call
back pay.

4. As used in this section, "eligible” means the employee meets the requirements of NRS

284.180 for overtime pay.
[Personnel Div., Rule Ill Section J, eff. 8-11-73] -- (NAC A by Dep’t of Personnel,
12-13-83; 10-26-84; 9-17-87; 11-12-93; 3-23-94)

284.218 Compensation for standby status.

1. A classified employee is entitled to receive additional pay, or equivalent compensatory
time off, at the rate of 5 percent of his regular hourly rate for every hour he is in
standby status.

2. Cash payment is the preferred method of compensation, but compensatory time off
must be granted in lieu of cash payment if the employee requests compensatory time
and the agency approves the request.

3. An employee is in standby status when he is:
{a) Directed to remain available for notification to work during specified hours;
. {(b) Prepared to work if the need arises, although the need for him to work might
not arise;

{c) Able to report to work within a reasonable time;

(d) Directed by his supervisor to carry a paging device, provide a telephone number
where he may be notified or provide any other acceptable means for
notification; and

(e} Allowed to use the time he is waiting for notification to work for his personal
pursuits.

4, When an employee begins the performance of his regular duties after receiving notice
to work, he ceases to be on standby status and qualifies for straight time or overtime
pay, whichever is applicable, for the actual time worked. Upon completion of the
work, he returns to standby status for the remainder of the time he has been directed
to be available to work.

5. Any class designated in the statutes as a 24-hour class does not automatically qualify
for this additional pay.
6. This section does not apply to an excluded classified employee.

[Personnel Div., Rule lll Section K, eff. 8-11-73] — (NAC A by Dep't of Personnel, 8-26-83;
10-26-84; 7-22-87; 3-23-94)

284.220 Chan f tim r from i vin
1. An employee, other than an exciuded classified employee or excluded unclassified
employee, who loses an hour of work during his scheduled shift because of a change
of time to daylight savings time may, with the approval of the appointing authority,
elect to take an hour of annual leave, compensatory time or leave without pay or, if
. required by the agency, must be scheduled to work an additional hour.
2. An employee, other than an excluded classified employee or excluded unclassified
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employee, who is required to work an additional hour during his scheduled shift
because of a change of time to standard daylight time is entitled to receive overtime
for pay or compensatory time as approved by the agency.

(Added to NAC by Dep't of Personnel, eff. 4-19-88; A 3-23-94)
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2. An employee's status of appointment is permanent when:
(a) He has successfully completed the probationary period for a class; or
{b) His appointment did not require a probationary period and he does not hold
another type of status of appointment.
(Added to NAC by Dep't of Personnel!, eff. 10-26-84; A 8-1-91)

T
. NRS 2

284.385 Reemployment.
1. Reemployment is a type of appointment which does not result in a break in service and

other benefits as provided in this chapter.

2. The types of reemployment and the authority for these types are as follows:

(a) Military reemployment entitles the person to the same or similar class within the
department in which he was previously employed when the provisions of 38
U.S.C. §§ 2021 to 2026, inclusive, are met.

(b) Layoff reempioyment, when a layoff has occurred pursuant to NRS 284.254 or
NRS 284.380, entitles the permanent employees who are affected to
appointment to the ciass and option from which they were laid off, throughout
the state service, and to other classes as provided in subsection 2 of NAC
284.390 and in NAC 284.630.

(cl Reemployment, when a position is reclassified to a lower grade, entitles the
person to the class, option and department when the provisions of NAC
284.140 are met. A

(d) Seasonal reemployment allows former seasonal employees to be reemployed
when the provisions in NAC 284.434 are met.

(e} Reemployment because an employee sustained a permanent disability arising
from a disability related to work entitles the person to reemployment by the
department with which the employee was employed at the time he sustained his
permanent disability as determined pursuant to NAC 284.6013 and within the
same class and option as his regular position or in another class as provided in
NAC 284.6014.

3. The grade of the class at which a person is reemployed cannot exceed the current
grade of the class he formerly held.

4. An employee shall not be reemployed in a position allocated at grade 30 or above if the
position is at a higher grade level than the employee held prior to attaining
reemployment rights.

(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 10-18-89; 8-1-91; 3-1-96)
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284.386 ration with

. Except as otherwise provided in this subsection, an appointing authority may reinstate
an employee within a 2-year period following his termination of employment if he was
separated without prejudice. A separation without prejudice must be determined by
the appointing authority in accordance with the standards contained in NRS 284.240.
If an employee is laid off and is entitled to have his name appear on a reempioyment
list pursuant to NAC 284.630, the appointing authority may reinstate the employee
within 2 years after the date on which his right to reemployment expires.

2. The grade of the class to which a person is reinstated cannot exceed the current
grade of the class he formerly held.

3. A reinstatement to a similar class requires the approval by the department of
personnel before the appointing authority may make a commitment to reinstate.

4, The person seeking a reinstatement must provide a new application to the appointing
authority.

5. The person must meet the current minimum qualifications for the class for which the
reinstatement is sought or for a similar class.

6. It is the responsibility of a person seeking the reinstatement to rmake his interest
known to the hiring agencies.

7. A person shall not be reinstated in a position allocated at grade 30 or above if the
position is at a higher grade level than the position the person held at the time of his
termination.

[Personnel Div., Rule VI Section C, eff. 8-11-73; A 10-10-76] -- (NAC A by Dep’t of

Personnel, 8-26-83; 10-26-84; 10-18-89; 11-12-93)

284.390 Transfers.

1. Except as otherwise provided in this subsection, an appointing authority may, after
giving 5 working days' notice, transfer for the convenience of the state any employee
from one position to another position in the same or a related class. The notice need
not be given if the transfer does not exceed 10 working days. If a bona fide or
justifiable emergency exists, a transfer may be made immediately with the prior
approval of the department of personnel. This may not be used to harass or discipline
an employee.

2. Any permanent employee required to transfer to a different geographical location, as
defined in NAC 284.612, who declines the transfer has the same rights provided in
NAC 284.630 as an employee who is laid off.

3. Upon the request of an employee, he may transfer from a position under the
jurisdiction of one appointing authority to a position under the jurisdiction of another
appointing authority if the positions are in the same or a related class. The position
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which the employee is being transferred may be in a location different from which he
is being transferred.

4. A transfer of an employee to a position in a related class may require the completion
of an application by the employee to determine his qualifications. A transfer to a
related class may not exceed the grade of the employee's former class.

5. A transfer may not be made to harass or discipline an employee.

6. An employee who desires a transfer to a position in his current class must make his
interest known to:

(a) The hiring agency, following its procedures for transfer;

(b) The department of personnel by requesting, on a form provided by the
department of personnei, that his name be placed on the appropriate list; or

{c} Both the hiring agency and the department of personnel.

7. An employee who desires a transfer to a position in a related class must make his
interest known to the hiring agency.

8. An employee shall not transfer through non-competitive means to a position allocated
at grade 30 or above if the position is at a higher grade level than the position the
employee currently occupies.

[Personnel Div., Rule VI Section D subsecs. 1-4, eff. 8-11-73] -- (NAC A by Dep't of

Personnel, 8-26- 83, 10-26-84; 6-18-86; 7-21-89; 8-1-91)

284.394 _pp_ea__o__umolmtul_ansieL

1. If an employee requests a hearing to protest an involuntary transfer pursuant to NRS
284.376, the appointing authority may temporarily assign, on a per diem basis, the
employee to transfer pending disposition of the appeal.

2.  An employee who has been involuntarily transferred is entitled to receive, upon
request, a total of up to 8 hours of administrative leave to prepare for all hearings
which relate to the involuntary transfer.

[Personnel Div., Rule VI Section D subsec. 5, eff. 8-11-73]1 -~ (NAC A by Dep't of

Personnel, 10-18-89)
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284.398 Transfer lassifi rvi

1.

2.

3.

An unclassified employee who has less than 4 months of service and whose
appointment was immediately preceded by an appointment in the classified service
in which the person was a permanent employee may transfer back into the classified
service under the same conditions and with the same benefits as classified
employees, except that the duties and compensation of the position to which the
person is transferred must be similar, as determined by the department of personnel,
to either the unclassified position or to a previously held classified position.
Employees of any governmental agency which is acquired for administration by the
state pursuant to NRS 284.022 may transfer into the classified service or unclassified
service with the rights and benefits authorized by the legislature.
An employee who transfers into the classified service:
(a) Must compiete an application and meet the minimum requirements for
qualification to the class of the position to which he is transferring;
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(b} Must have his date of transfer and appointment to the classified position
effective immediately following the last day of employment in the unclassified
or nonclassified position; and

{c) May retain the credits which he has earned for annual and sick leave and
longevity.

4. A transfer of an employee to a similar class requires the approval of the department of
personnel.
[Personnel Div., Rule VI Section D subsec. 6, eff. 8-11-73] - (NAC A by Dep't of
Personnel, 10-26-84; 7-14-88; 1-22-90; 8-1-91; 3-23-94)

284.400 A n f new intment: noti Ir intin
An employee under the jurisdiction of one appointing authority who accepts an
appointment to a position under the jurisdiction of another appointing authority shall provide
not less than 2 weeks' written notice to his current appointing authority before beginning
service in the new position, unless the employee and both appointing authorities mutually
agree to a shorter period of notice.
(Added to NAC by the Dep't. of Personnel, eff. 11-16-95)

284.402 Voluntary demotions.
1. An employee may request or accept a demotion to a position in a class with a lower

grade. The demotion may be permitted if the employee meets the minimum
qualifications and if the appointing authority approves.

2. An employee shall not demote through non-competitive means to a position allocated
at grade 30 or above if the position is at a higher grade level than the position the
employee currently occupies.

[Personnel Div., Rule VI Section E, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

10-26-84)
284.404 Reappointment,

An employee may be reappointed to a class he formerly held or to a comparable class

if he meets the current minimum qualifications and the appointing authority approves.

An employee who desires reappointment must make his interest known to the hiring

agency.

The grade of the class to which an employee is reappointed must not exceed the

current grade of the class he formerly held.

The department of personnel must approve reappointment to a comparable class.

An employee shall not be reappointed to a position allocated at grade 30 or above if

the position is at a higher grade level than the position the employee formerly held.
(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-1-91}

1
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284.406 Provision intm
1. An appointing authority may make an appointment pursuant to NRS 284.310 if:
(a) There are fewer than four ranks of eligible persons available for appointment to
the position; and
(b) The authority obtains the prior approval of the department of personnel.
If approved, the department of personnel will begin the recruitment within 30 days
after the effective date of the appointment.

2. The status of appointment of an employee appointed pursuant to this section is that
of provisional.
3. An appointing authority shall not continue to employ an employee with provisional

status for longer than 30 days after a recruitment has produced five or more ranks
of eligible persons who are available for appointment to the position.
[Personnel Div., Rule VI Section G, eff. 8-11-73] -- (NAC A by Dep’t of Personnel,
10-26-84; 11-16-95}

284.410 Emergency appointment status.
1. An appointing authonty may make an appointment pursuant to NRS 284.315 when

the appointment is necessary to prevent the stoppage of public business, loss of life
or extensive damage to persons or property.
2. The status of appointment of an employee appointed pursuant to this section is that
of emergency.
[Personnel Div., Rule V! Section H, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84)
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284.414 Temporary appointments.

1.

A temporary appointment must not exceed 6 months in any 12-month period uniess
the appointment is authorized as a replacement for an employee who is receiving
benefits for temporary total disability pursuant to chapters 616A to 616D, inclusive,
or 617 of NRS. The appointing authority shall indicate the probable duration of
employment on his request for certification. Upon receipt of this request, the depart-
ment will certify the names of eligible persons from the appropriate eligible list who
have noted that they will accept employment for the duration of the employment
indicated.

Service under a temporary appointment immediately preceding appointment to a
permanent position must be credited towards annual leave and merit salary increases.
Sick leave may be earned for each month of service pursuant to NRS 284.355.

A special temporary appointment to a position within the University and Community
College System of Nevada may not be used to fill regularly budgeted positions. Such
appointments may be made without regard to the rules on certification or appointment
and may be made on forms and under procedures prescribed by the University and
approved by the department. Time served under a special temporary appointment may
be credited towards annual leave, sick leave or merit salary increases if the temporary
appointment is immediately followed by a probationary or a permanent appointment.

[Personnel Div., Rule VI Section |, eff. 8-11-73] - (NAC A by Dep't of Personnel, 7-22-87;
7-21-89)
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The status of the appointment of an employee appomted pursuant to NRS 284.327 is that
of special disabled.
{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 7-6-92)

284.434 Seasonal positions.

1. An appointment to a seasonal position may not exceed 9 months (full-time equivalent)
in any 12-month period. A separation from a seasonal position which is a result of the
lack of money or the lack of work must be made in accordance with NAC 284.608.

2. In filling a seasonal position, persons eligible for seasonal reemployment must be
offered employment in the order they appear on the reemployment list before another
type of list of eligible persons may be used.

3. Reemployment rights extending 1 year from the date of a seasonal employee's date
of separation:

{a) Must be granted if the employee has permanent employee status; or

(b} May be granted, at the discretion of the appointing authority, if the employee
does not have permanent employee status,

if the employee's last performance report was standard or better.

4. For the purposes of this section, a person's right to reemployment is limited to a
seasonal position in the same class, option and department in which he last worked,
except that an appointing authority may:

{a) Reemploy a former employee who heid a seasonal position in another department
if he is otherwise eligible.

(b) Reemploy a former employee who held a seasonal position in a comparable class
if he is otherwise eligible and the department of personnel approves.

5. To be eligible for reemployment the former employee must notify the agency, in
writing, stating the locations where he seeks reemployment and he must be available
for the entire term of employment.

6. Seasonal reemployment lists must be maintained by the employing department, taking
into account the provisions in subsection 4 of NAC 284.362, and subsections 3, 4 and
5 of this section.

7. An incumbent in a seasonal position may not be transferred or otherwise appointed
to a permanent position unless the appointment is made pursuant to this chapter.
8. An incumbent in a permanent position may request a seasonal position. By the

voluntary acceptance of a seasonal position, an employee gives up any right to return
to his former permanent position but, if eligible, may be reappointed.
[Personnel Div., Rule VI part Section J, eff. 3-3-771 -- (NAC A by Dep't of Personnel,
10-26-84; 8-1-91; 11-16-95)
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284.524 Workweeks and waork . peri forr

1.

The work week for state employees is 40 hours, except that work weeks of a different
number of hours may be established in order to meet the needs of different state
agencies in compliance with the provisions of NRS 281.100, 281.110 and 284.180.
The workday for a full-time state employee who works a standard or nonstandard work
schedule consists of two, 4-hour work periods separated by a 1/2- to 1-hour meal
period. A rest period of 15 minutes must be granted for each 4-hour period of work
and, insofar as practicable, must occur in the middle of the period of work.

Except as otherwise provided in subsections 3 and 4, an appointing authority shall

provide a meal period and rest period to an employee who has an innovative work

schedule during each workday as follows:

{a) A 1/2- to 1-hour meal period must be provided during each period of work that
exceeds 5 hours. Insofar as practicable, the meal period must occur in the
middle of the work shift.

(b) A rest period of 15 minutes must be provided for each 4-hour period of work
and, insofar as practicable, must occur in the middle of the period of work.

The requirement to relieve an employee for a 1/2 - to 1-hour meal period does not

apply to an employee who receives a paid mea! period.

The requirement for a rest period does not apply to an employee of:

(a) A correctional institution who:

(1) Works directly with the inmates at the institution; and
(2} Works a straight 8-hour work shift.

{b) The mental hygiene and mental retardation division of the department of human
resources who:

(1) Maintains or monitors the equipment in a heat plant which operates 24
hours a day; and
{2) Works a straight 8-hour work shift.

(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 4-20-90; 8-1-91; 11-12-93)
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284.525 Reduction of hours by mutual agreement.

By mutual agreement, an appointing authority and an employee may reduce the employee's
working hours to less than full-time.
(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.5255 Time sheets,

1.

5.

Except as otherwise provided in subsection 2, an employee shall provide an accurate
accounting of the starting and stopping time for each work shift, hours worked,
regular days off and leave used during a pay period on the appropriate form provided
by his employer. Entries shall be made to account for all hours in the work period as
prescribed by his employer. The employee shall submit the form in a timely manner
to his supervisor or the designated representative of the supervisor,

An excluded classified employee or excluded unclassified employee shall provide on
the appropriate form an accurate accounting of leave used pursuant to NAC
284.5895.

An employee who falsifies his time sheet or who causes or attempts to cause another
employee to falsify a time sheet may be subject to disciplinary action pursuant to NAC
284.650.

An employee's supervisor is responsible for reviewing the time sheet and certifying the
accuracy of all hours worked and leave used by the employee. If an entry on an
employee’s time sheet is contested by an employee’s supervisor, the employee will
be entitled to his base pay for the workweek in question. The contested entry must
be resolved as soon as practicable and any adjustment must be made during the next
pay period following the resolution of the contested entry.

A supervisor who is negligent in reviewing and certifying the accuracy of an
employee's time sheet may be subject to disciplinary action pursuant to NAC 284.650.

(Added to NAC by Dep’t. of Personnel, eff. 3-1-36)
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284.526 Computation of payments for holidays.

1. For the purpose of this section, "paid status™ means the time an employee is working,
is on leave approved pursuant‘to NAC 284.580 or is on leave with pay, excluding
overtime hours.

2. A full-time employee working other than a standard work week is entitled to the same
number of paid holidays as a full-time employee working the equivalent standard work
week.

3. Except as otherwise provided in subsections 11 and 12, a full-time employee who
works 40 hours per week, does not work on a holiday and is in paid status during any
portion of his scheduled shift immediately before the holiday is entitled to receive 8
hours of holiday pay.

4. Except as otherwise provided in subsections 11 and 12, a full-time employee who
works more than 40 hours per week or 80 hours biweekly, is not scheduled to work
on a holiday and is in paid status during any portion of his scheduled shift before the
holiday is entitled to receive an amount of holiday pay equal to the pay received for his
average workday. The average workday of an employee is determined by dividing the
total scheduled hours of work per year by 2,088 and multiplying the quotient by 8.
For the purposes of this subsection, a fireman assigned to a 24-hour shift shall be
deemed to work 56 hours per week and 2,912 hours per year.

5. Except as otherwise provided in subsection 11 and 12, an employee who is scheduled
to work on a holiday and who waorks any portion of his scheduled shift is eligible to
receive holiday pay in the amount provided in subsection 3 or 4. The employee is
entitled to earn additional holiday pay on an hour for hour basis for any hours worked
in addition to the period represented by the holiday pay if the hours are worked as part
of the employee's normally scheduled shift. Any hours worked in addition to the
normally scheduled shift do not qualify for additional holiday pay.

6. An employee who works on a holiday must be in paid status on that holiday for the
amount of time which is the difference between the time represented by his holiday
pay and his normal work schedule for that holiday. If the employee has not worked
enough hours to be in paid status, he must use sick leave, annual leave or
compensatory time to make up the difference.

7. Except as otherwise provided in subsection 11, an employee who is scheduled to work
on a holiday, but does not work is eligible for holiday pay in the manner provided in
subsection 3 or 4.

8. A full-time employee whose employment begins on a holiday is entitled to receive
holiday pay in accordance with subsection 3 or 4 if he is in paid status during his
scheduied shift.

9. A full-time employee whose regular schedule of work is more than 8 hours, but who
has the day off because of a holiday, may use annual leave, compensatory leave, or
have his schedule adjusted for the amount of time in excess of the holiday pay to
which he would be entitled pursuant to subsection 3 or 4, An employee who does not
elect to use annual leave or compensatory time and whose schedule is not adjusted
may, with the approval of the appointing authority, be placed on a leave of absence
without pay.

10. An employee working a part-time standard, nonstandard or innovative work week must
be paid holiday pay if:

(a) The holiday falls on a scheduled workday; and

(b} He is in paid status during his scheduled shift immediately before the holiday or
on the holiday if his employment begins on that day.

The amount of holiday pay must not exceed 8 hours but must otherwise equal what

he would have been paid if there had not been a holiday.

11. An employee scheduled to work on a holiday who fails to report his absence to his
supervisor or a designated representative as required by NAC 284.590 is not entitled
to receive compensation for the holiday.
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12. An employee whose employment is terminated:

{a) The day before the holiday is not entitled to receive compensation for the
holiday.

(b} On a holiday on which he is working must be paid an amount for the holiday in
proportion to the time he actually worked on the holiday. When an employee
gives notice to terminate on a holiday and is not scheduled to work on the
holiday, the last day worked or in paid leave status is his date of termination.

13. An employee who transfers the day before a holiday becomes an employee of record
in the new agency on the holiday and is entitled to receive compensation for the
holiday from the new agency. An empioyee who transfers from an agency at the end
of a shift on a holiday is entitled to receive compensation for the holiday from the
previous agency.

14. An employee whose employment is not full-time employment is entitled to be paid
holiday pay as provided in subsection 10.

15. Subsections 1 to 14, inclusive, do not apply to an excluded classified employee or
excluded unclassified employee. The salary of an excluded classified employee or
excluded unclassified employee must not be reduced solely because a holiday occurs
on a scheduled workday of that employee.

[Personnel Div., Rule VIl Section B subsec. 2, eff. 8-11-73; A 7-3-76] -- (NAC A by Dep't

of Personnel, 10-26-84; 8-28-85; 1-26-87; 9-17-87; 4-19-88; 7-14-88; 7-21-89; 9-13-91;

9-16-92; 11-12-93; 3-23-94}

284.530 mpensation for worki n_holi

. An employee, other than an excluded classified employee or excluded unclassified
employee, must receive either time and one-half cash payment or time and one-half
compensatory time for holidays worked.

2. An employee entitled to a cash payment pursuant to subsection 1 who works on a
holiday may elect to receive compensatory time off for the holiday in lieu of any cash
payment pursuant to NAC 284.526 if such an election does not exceed the limits on
compensatory time imposed by NAC 284.250. All hours in excess of those limits
must be paid in cash. The provisions of this subsection do not apply to a fireman
who works a 24-hour shift.

[Personnel Div., Rule VIl Section B part subsec. 3, eff. 8-11-73] -- (NAC A by Dep't of

Personnel, 7-21-89; 9-13-91; 3-23-84)

1

284.534 mpensation for holiday on empl .
. Except as otherwise provided in subsection 2, if a holiday occurs on a full-time
employee's day off, the appointing authority may:
{a) Adjust the employee's schedule of work for the week during which the holiday
occurs;
(b} Credit the employee with compensatory time; or
(c) Pay the employee for the holiday, if he is in paid status during his scheduled
shift before the holiday.

2. Subsection 1 does not apply to an excluded classified employee or excluded
unclassified employee. If a holiday occurs on an excluded classified employee's or
excluded unclassified employee's day off, the appointing authority may adjust the
employee's schedule of work for the week during which the holiday occurs or for a
subsequent week.

[Personnel Div., Rule VIl Section B part subsec. 3, eff. 8-11-73; A 7-3-76]--(NAC A by

Dep't of Personnel, 8-28-85; 1-26-87; 7-21-89; 9-13-91,; 3-23-94)

1
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284 .586 Civil leave with pay to vote.

Civil leave with pay must be granted to allow an employee time off to vote subject to the
conditions established in NRS 293.463.

[Personnel Div., Rule VIl Section E subsec. 7, eff. 8-11-73) -- (NAC A by Dep't of
Personnel, 10-26-84)
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284 .587 Civil leave with

f in irem meetin T
Civil leave with pay must be granted to an employee who meets the requirements of NRS
284.357, and may also be granted by the appointing authority to an employee whose
. absence from the job is necessary to meet a public emergency.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)
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589 Administrative leave with pay.

An appointing authority may grant administrative leave with pay to an employee:

(a)

(b}
(c)

To relieve him of his duties during the active investigation of a suspected
criminal violation or the investigation of an alleged wrongdoing;

For up to 2 hours to donate blood; or

To relieve him of his duties until the appointing authority receives the results of
a screening test pursuant to NRS 284.4065.

An appointing authority or the department of personnel may grant administrative
leave with pay to an employee for:

{a)

(b}

His participation in, or attendance at, activities which are directly or indirectly
related to the employee's job or his employment with the state but which do not
require him to participate or attend in his official capacity as a state employee;
or

Closure of the employee's office or worksite caused by a natural disaster or
other similar adverse condition when the employee is scheduled and expected
to be at work. An appointing authority may designate certain employees as
essential and notify them that they are required to report to work.

An appointing authority shall grant administrative leave with pay to an employee for:

{a)
(b)
{c)

{d)

The initial appointment and one follow-up appointment if the employee receives
counseling through the employee assistance program;

His attendance at a wellness fair which has been authorized by the risk
management division of the department of administration;

His participation in an official capacity as a member of a committee or board
created by statute on which he serves as a representative of state employees.
Such leave must be in lieu of other fees provided for attendance at meetings and
participation in official functions of the committee or board; or

Up to 8 hours for preparation for hearings regarding his suspension, demotion
or dismissal as provided in subsection 1 of NAC 284.656.

{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-28-85; 4-20-90; A by Personnel
Comm'n, 8-1-91; A by Dep't of Personnel, 9-13-91; 12-26-91; 11-12-93; 3-23-94;

11-16-95)

284,

5895 m ion_of leave for ifi lassifi mpl

For the purposes of accounting for the use of leave appropriate to an absence, an
absence of an excluded classified employee or excluded unciassified employee for a
full workday shall be deemed to be an absence for a period equal to his regularly
scheduled hours of employment on that workday.
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